
Viewing and Exporting Data from the OLM Dashboard in BI Tool 
 

Step Action 

1. Go to the County Portal: 

eportal.montgomerycountymd.gov 

Enter in your username and password. 

Click the Login Button. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. Click on the Enterprise Business 
Intelligence and Reporting 
application. 



Step Action 

3. Click the Go to Enterprise Business 
Intelligence button. 

 

 
 
 
 
 
 
 
 
 
 
 
 

4. Click the on Dashboards drop down 
menu. 

 

 
 
 
 
 
 
 
 
 
 
 
 

5. Click on Class Enrollments.  

 
 

         

         

         

         

         

         

     

 

                



 
6. 

 
The Class Enrollment Dashboard 
will open. 
 
Three (3) reports were created for 
HR Liaisons and Training Program 
Managers. 
 

 Department History 

 Mandatory Training 
Enrollments... 

 For Employees 

 For Managers 
 
Select the Report by clicking on 
the tab. 
 

 
 
 
 

 
 

 
 

   

7. The Department History Report 
Dashboard. 
 
 
The parameters are at the top.  
 
 
 
 
 
Below that you will see the last 
report ran.   

 Notice the information which 
will be reflected in the report. 

 
 
 
 
 

 

 



 Setting Parameters 
 
1.  Select Department 
 

 The report will default to 
OHR. 

 

 Remove the checkmark 
from the OHR box. 

 

 Using the scroll bar find 
and select your 
Department 

 
 
2.  Select Class/Course 
 

This will provide a list of 
everyone in the department 
who has enrolled in a class. 

 
Use the drop menus to: 

 Select the Course 

 Select the Corresponding 
Class. 

 
 
3.  Select Delivery Mode 
 

Defines the way the class was 
presented 

 

 Use the drop down 
menus 

 Select the Method 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

 

 
 
 
 
 
 



  
4. Select Time Frame 

 
You will usually only use the 
Class Start Date Between 
option. 
 
Use the scheduling icons  
to select each date. 

 
5. Click Apply 

 
 

 

 
 

 
 

 Exporting Report 
 

6. Scroll down to the bottom of 
the page 

 
 
7. Click Export 
 

The Format Menu will open. 
 

 Click Data 
 

 Click CSV Format 
 
 

You will be prompted to Save the 
document. 

 
Save it. 
Change it from a CSV file to 
an Excel file. 
 
In Excel, you can manipulate 
the data to fit your needs; 
format the columns, use 
PivotTables, etc. 
 

 

 



 
 
 
 
 
 
 
 
 



   

  
The Mandatory Enrollment by 
Department Reports. 

 
 

These reports will provide the 
names of  

 All employees, or  

 All Managers and Supervisors  
in your Department and what their 
enrollment status is for a specific 
class, whether or not they ever 
enrolled in it. 
. 

 

 On the Dashboard, the Mandatory 
Enrollment tabs are on the far 
right. 
 
1. Click the arrow to see both 

reports 
 
2. Select the Report. 

 
 

The parameters are at the top.  
 
 
Below that you will see the last 
report ran.   

 Notice the information which 
will be reflected in the report. 

 
 
 
 
 
 
 
 
 

 
 
 
 

 
 
 
 

 
 

 
 
 
 
 
 
 
 



 
 
 

Setting Parameters 
 
8.  Select Department 
 

 The report will default to 
OHR. 

 

 Remove the checkmark 
from the OHR box. 

 

 Using the scroll bar find 
and select your 
Department 

 
 
9.  Select Course 
 

 Use the drop menus to 
Select the Course. 

 
 
 
 
 
 
 
10.  Select Delivery Mode 
 

Defines the way the class was 
presented 

 

 Use the drop down 
menus 

 Select the Method 

 Click Apply 
 

 

 
 

 
 

 
 

 
 
 
 
 

   



 Exporting Report 
 

11. Scroll down to the bottom of 
the page 

 
 
12. Click Export 
 

The Format Menu will open. 
 

 Click Data 
 

 Click CSV Format 
 
 

You will be prompted to Save the 
document. 

 
Save it. 
Change it from a CSV file to 
an Excel file. 
 
In Excel, you can manipulate 
the data to fit your needs; 
format the columns, use 
PivotTables, etc. 
 

 

 

 
 
 
 



 
 
 
 
 

 


